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Colilection Development Program, Policies, and Guidelines

Comants

1. The Libraries of the University of Connecticut

2. Scope of the Collsction

3. Access versus Ownorship

4. Rasnurce Sharing and Cooperative Collection Development

5, Licensing Orfine Resources

6. Colisctions Buriget

7. Reaponsibiitty for Collectian Development

8. General Critera for Colisction Davelopmert

9. Material Type and Formass
10. Donated Matenals
11. Desslaciion
12, Archives & Spacial Collections
13. Protessional Schoo! Libraries

1. Tha Libraries of the University of Connecticut The libraries of the Univamity of C develop, maintain, and make di ble robust and unique
collections that support the resaarch nd lsaming needs of the UConn community and beyond, The Linvarsity Libvary sarves all of the undergraduate and graduate
programs on the main campus, the four regional campuses, and the UConn Heatth eampus. While the UConn Law Library is administratively separats from the
University Library, the Linfvarsity Library and the Law Library maintain a strong affiliation, particularty in the areas ot collaction development and access. With 3.8
miilion print volumes and well over 110,000 electronic and print journalg, the libraries of the University of Connecticut form the most comprehensive pubiic ressarch
collection in the state.

7. R iRy for -] The Library's C ions Steering Ci has ative oversight for the collections. it sats collection
developmant policies, makes broad budgst And regularly revigws these ions for ) for
high-cost resources also fall within the purview of tha Caliections Steering Committes.

The Library's F Services unit the and P of and discovery tools of cross-disciplinary nature, whise individual
subject librarians have resp y for g and ping and Ir sources reiating to their assigned academic discipines. Fund
aliocations an divided among academic discipiines based on the size of the department, natur of material needsad, record of in relation to p

years, and new initiatives.

8. Criteria for Cofl The Library works with users and consortia to determine which resources should be acquired or retained and
employ tha foliowing generai criteria when evaluating resources to be added to the general collections:

1.F to and
trends in academic discipines.

2. Bcope and depth of the existing collection: Braadth end historic ratention of the Library's collection in the sutject arsa.

3. Quaiity: Level of p and creativity; long term of contant and format; reputation of the author, publisher, contributors, and aditorial board;
and ity and i of illustrations and bibliograp ’

4, Currency and timeiiness: Rapidity with which new information y advances or earlier schoiarship in the subject area.

5. Discoverability, usability, and accessibillity: Abfity of users to locate materials in acholarly databases and fres ssarch angines, intuitiveness of the interface
dasign, and accesalbility of online meterals for users with disabilities.

8. Cost: E; of iri g. and preserving materials, both commercially sold and free.

g Appiicability to faculty and cumant curicular nesds, and rEsaach

7. Language and country of origin: Optimat language and for specific and education needs.
8. C: to apen y The product positively impacts open access to ressarch and scholarship; the irformation is or will soon
bacoma readily 1o the world Y
1. Desslection T maintain & vibrant and relevart the Library loy 1, 8180 kiown as fng. Periodic of the
of Isan ial elemant of alfecti that ensures the Library’s materials remain useful and accessible. Tha following criteria are ussd

when evaluating itams for desataction in the general collsctions:

o Research, teaching, and learning value

© Retention i in shared ip ik
© Physical condition

o Dimcoverability and usabtity

© Circulation rate

© Cumency of information

© Relevance to cumiculum

o Avallability of newer editions

o Duplication

© Increase in cost
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The University of lowa Libraries

lowa Framework
for Liaisons/Subject Librarians

Prefatory comments

EXCO has approved the attached framework as a guide and toolkit for librarians who serve as liaisons to
academic departments, colleges and programs to take effect for the 2010 evaluation year. Liaisons,
whether for collection management, reference/instruction or both, and those who supervise them
(chiefly Linda Walton, Kathy Magarrell and Ed Shreeves) should use the framework as a guide in
identifying priorities and specifying activities for 2010 workplans. We should emphasize that we do not
expect each liaison to show accomplishments annually in each of the more than 30 items listed in this
framework. You and your supervisor as always should agree on priorities based on both your individual
and departmental goals and the strategic goals of the library as a whole, while keeping in mind that this
document articulates a range of activities seen as appropriate to a liaison.

We also recognize that liaison responsibilities for some subjects are divided between two and
occasionally more people. In an ideal world we would like to see the duties combined in one person and
hope to move in that direction as much as possible, but our current organization and staffing levels
make this impossible at present. It is therefore important for those sharing liaison duties to
communicate with one another to ensure that all aspects of the job are covered. Some, such as the
tasks enumerated under scholarly communication, might be shared, while in other cases the
responsibility could fall entirely to one person. Effective communication is therefore vital.

This document also articulates for the first time some new expectations for liaisons, particularly in the
section on scholarly communication. During this season’s annual review and revision of job
descriptions, liaisons should revise their own job descriptions with the expectations outlined in this
document in mind. The framework is not intended for use during the evaluation process for 2008-2009.
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4. Conduct needs assessment as appropriate and selectively measure instructional
outcomes in order to ensure effectiveness of instructional initiatives.

5. Develop and manage physical and/or online learning spaces.

6. Identify areas where new online learning and digital tools can place the Libraries into
the flow of teaching, learning and research, with particular emphasis on ICON, the
University’s course management system

7. Actively participate in the development, coordination and integration of online tools in
support of teaching, learning and research.

Collection Development and Management

1. Build and manage library collections in assigned subject areas:

o Systematically selecting material in all formats (print, manuscripts, digital, data
sets, fixed and streaming multimedia), to serve the current and future research,
teaching, and learning needs of University of lowa clientele.

o Building on collections of distinction that may also serve regional, national and
international users.

o Managing collection funds efficiently, effectively and in a timely manner.

2. Strategically assess and make decisions regarding the acquisition, retention and
preservation of collections.

3. Discover and recruit institutional scholarly output, research data and other content for
inclusion in the University Libraries’ digital collections.

4. As opportunities arise, develop and maintain relationships with dealers and donors (of
both in-kind and monetary gifts.

5. Work proactively with IT, technical and access services staff on appropriate
arrangement, description, cataloging and provision of access to traditional collections
and electronic resources, such as LibGuides.

Scholarly Communication

1. Educate and inform faculty, graduate students, and campus administrators about
scholarly communication issues. Examples include:
o Helping faculty and graduate students to understand their rights as authors
o Contributing content to copyright and/or scholarly communication web sites
o Make faculty and graduate students aware of alternative publication models in
their discipline.
Advocate for sustainable models of scholarly communication.
Assist in the development and creation of tools and services to facilitate
scholarly communication.
2. Institutional Repository (IROnline) and Digital Initiatives. Examples include:
o Help administrators, faculty, and students understand the role of the
institutional repository in building and preserving digital collections
o Work with faculty and departments to promote the institutional repository as a
scholarly communication tool
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Policy: 305 Page 305.1

Subject: COLLECTION EVALUATION FOR PROGRAMME AND
COURSE CHANGES, ACADEMIC PROGRAMME REVIEWS,
AND RESEARCH CHAIRS

Approved by: Director of Libraries

Contact: Coordinator, Approved: February 1991
Collections Management

Prepared by: Jan Horner Revised: December 19, 2002
Janneka Guise September 21, 2006
Judy Harper September 11, 2009

POLICY STATEMENT

When academic departments add or modify courses or programmes, or undergo
programme reviews, the departments should notify the Libraries. The liaison librarian for
the relevant subject(s) is responsible for preparing a statement of library support, indicating
whether the Libraries’ collection can (or cannot) support the course or programme.

Liaison librarians are expected to develop and maintain a thorough familiarity with their
collections, and therefore the amount of collection analysis required will vary, depending
on length of time spent as liaison librarian for that subject. This Policy contains
procedures and guidelines to help the liaison librarian in this task.

After preparing the statement, the liaison librarian will give it to the Unit Head for review.
The liaison librarian will then send the statement to the Coordinator, Collections
Management, who will review it and contact the liaison librarian if there are any questions.
The statement will then be forwarded to the Director of Libraries for review. Both the
Director and the Coordinator, Collections Management, will sign the statement. In the
case of Academic Programme Reviews the statement is signed by the liaison librarian(s)
who prepared the statement and the Head of the relevant Unit library as well.

A copy will be made for the Collections Management files and the original document with

the signed form will be returned to the liaison librarian, who will then provide it to the
appropriate faculty member. The liaison librarian should make a copy for the Unit Head.

305.1
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PROCEDURES

A statement is NOT required for

re-numbering of a course

addition of restrictions to a course

listing of courses which are not currently offered

changes in pre-requisites

combining or splitting of courses

a change in the title of a course (where the content remains unchanged)

In these cases, the liaison librarian will supply the department or faculty with the Minor
Change Form (see Attachment 1), and send a copy to the Coordinator, Collections
Management and the Unit Head.

A statement IS required for

Courses

e Individual courses (undergraduate or graduate, new, revised, or reactivated)
o “Topics” course being introduced as a separate new numbered course
e Certificate programmes, Faculty of Extended Education

In these cases, the liaison librarian will supply the department or faculty with the

Library Statement Form (see Attachment 2).

e Ifthe liaison librarian believes the Libraries’ collections can support the proposed
course, no further documentation shall be appended to the Library Statement Form
(the liaison librarian may wish to keep documentation in a personal file in the
library for future reference).

e Ifthe liaison librarian believes the Libraries’ collections cannot support the
proposed course, append supporting documentation (see below) to the Library
Statement Form.

New & Revised Undergraduate/Graduate Programmes

In these cases, the liaison librarian will supply the Library Statement Form (see
Attachment 2).

o If the liaison librarian believes the Libraries’ collections can support the proposed
programme, do not append supporting documentation (the liaison librarian may
wish to keep documentation in a personal file in the library for future reference).

e If he/she believes the Libraries’ collections cannot support the proposed
programme, append supporting documentation (see below) to the Library
Statement Form.

305.2
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Undergraduate/Graduate Programme Review

In these cases, the liaison librarian will supply the appropriate template (see
Attachment 2) as described below.

The Periodic Review of Academic Programmes instituted by the Faculty of Graduate
Studies in 2001, and then for Undergraduate Programmes in 2005 involves a review of
the Libraries’ ability to continue to support graduate and undergraduate programmes in
each departmental subject area at the University of Manitoba [see University Policy
429]. The Libraries’ response, although similar to other reports as described above,
must follow more specific guidelines delineated in the Template for UML Responses
to Graduate Programme Reviews (Attachment 3) and the Template for UML
Responses to Undergraduate Programme Reviews (Attachment 4). It should be noted
that any programme for which the Libraries already prepares a report for accreditation
purposes will not be subject to an Academic Review.

Canada Research Chairs

To be completed if an assessment is requested by the Canada Research Chair. Liaison
librarians are encouraged to contact Canada Research Chairs in their subject areas
when appointed, to determine if they have any library needs.

GUIDELINES

1. Forms & Signatures — The liaison librarian will use one of two forms, depending on
the type of evaluation being done. Both are available on the Collections
Management Web page http://www.umanitoba.ca/libraries/units/collections/

a. Minor Change Form (Attachment 1): use when a statement is not
required. No signatures are necessary.
b. Library Statement Form (Attachment 2): use when a statement is
required for courses, new and revised programmes, and Canada
Research Chairs. Note: the Undergraduate and Graduate Programme
Review templates have a Library Statement Form incorporated into
them.
Signatures required: For courses, new and revised programmes & Canada
Research Chairs (2), for Undergraduate and Graduate Programme Reviews (4).

2. Sufficient Time - Departments are required to give one month’s notice for library
statements regarding course changes and six month’s notice for new programme
proposals. Collections Management will help the liaison librarian complete the
statement in time.

3. Documentation - Requests from faculty for evaluations should include forms (see
Attachments 5 and 6) and course outlines.
4. Brevity — Keep statements and supporting documentation brief and to the point.
5. Vigilance — Be vigilant concerning course/programme changes in your area of
responsibility.
305.3
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SUPPORTING DOCUMENTATION

Where additional explanation or analysis is required, supporting materials may be
appended to the Library Statement Form and may include:
Introduction — The first paragraph should be a strong introduction and should
clearly state whether the Libraries have or do not have sufficient resources to
support the proposed course. Clearly indicate the funding required to bring the
collection up to an adequate level. If sources of funding exist, they should be
named, whether budget or gift funds.
Collection Measures — Some methods of gauging a collection’s appropriateness

may include: volume counts (comparison with peer institutions), bibliographic
checking, database searches, and journal lists. Collections Management staff will
assist with this work given sufficient time.

Analysis — The statement should provide a report on the measures selected. Results
of checking lists should be interpreted using the "UML standards for list checking"
(Appendix 5 in the UML Collection Assessment Guidelines, 1999
http://www.umanitoba.ca/libraries/units/collections/assessment_guidelines.html#A

ppendix%205 ; see Attachment 7). Where appropriate, results should be separated
by format: monographs, serials, maps, audio-visual, etc. Consider what might these
results reveal about the age or language of the collection; the importance of serials
versus books to the discipline; and the need for multiple copies or various editions.
Other Factors — Where appropriate, comment on the anticipated course enrollment,
the proximity of library resources to primary users and/or the accessibility (hours of
operation, etc.), whether the course is offered online, whether interdisciplinary
subjects are involved.

RESPONSIBILITIES

Responsibility of the Liaison Librarian

a. Submits to an academic department, upon request, an assessment of the UM
Libraries’ ability to support the resource needs of a proposed new or revised
course/programme. Submits upon request, an assessment of the Libraries’ ongoing
ability to support academic programmes.

b. Notifies the department immediately if not enough time has been allowed to
properly assess the resource needs of the proposed course/programme.

c. Indicates to the department when the assessment can be finished.
d. Consults with the department to discuss the proposal, to identify any special needs

for the course or programme, and to agree, if needed, upon a bibliography to use in
assessing library support.

e. In cases where the Libraries collections cannot support the proposal:

305.4
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o secks cooperation with appropriate librarian(s) in assessing resources held and
needed for cross- or interdisciplinary courses/programmes;

e secks advice from Unit Head and/or Coordinator of Collections Management
on any particular problems associated with the assessment;

e submits a draft of the assessment statement to the Unit Head.

f. Completes the assessment within the time period indicated, recognizing that a short
period of time is necessary for review by the Coordinator, Collections Management
and the Director of Libraries. If there appears to be a problem with completing the
assessment within the time period, contacts the Coordinator, Collections
Management for advice and assistance.

g. Submits the assessment to the Collections Management Coordinator including a
statement, if necessary, of the funds needed to improve the Libraries’ support for a
new course or programme.

h. Upon request of a department/faculty/school, meets with outside reviewer(s) of a
proposed new programme or programme review.

i When the Extended Education Division proposes a course or certificate programme
with the intention of having students use the resources of a library outside the
University of Manitoba Libraries, obtains written confirmation from the Library
Head that the library concerned has the necessary resources and is willing to make
them available to University of Manitoba students.

Responsibility of the Unit Head

a. Acts as resource person for liaison librarians when applicable.

b. Confers with Coordinator, Collections Management on any particular problems
associated with curriculum change or with proposal assessment.

c. Relays information on curriculum change from the Coordinator, Collections
Management to the appropriate staff.

d. Acts in the capacity of liaison librarian when applicable.
e. Reviews statements prepared by liaison librarians in the unit for the Undergraduate
Programme Review and Graduate Programme Review, and signs them. Reviews

statements prepared by liaison librarians in the unit for curriculum change.

f. Upon request of a department/faculty/school, meets with outside reviewer(s) of a
proposed new programme Or programme review.

Responsibility of the Coordinator, Collections Management

305.5
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a. Regularly attends meetings of the Senate Course Changes and Curriculum
Committee. Relays information from these meetings as well as information from
the Director of Libraries regarding the Faculty of Graduate Studies’ Program and
Planning Committee meetings to the appropriate Unit Heads.

b. Informs Unit Heads in the event that a new programme approved by one of these
committees is subsequently rejected at a higher level.

c. Serves as a resource person to Unit Heads in all aspects of assessment for new
courses/programmes including those at a graduate level.

d. When requested, coordinates joint efforts between library units in assessing
resource needs for cross- or interdisciplinary courses/programmes.

e. Upon request of a department/faculty/school, meets with outside reviewer(s) of a
proposed new programme. Invites appropriate Unit Heads and liaison librarians to

attend meeting.

Responsibility of the L.A. IV, Collections Management

a. Schedules the work related to the Graduate and Undergraduate Programme
Reviews.
b. Gathers guidelines and information, and generates data for the liaison librarians

preparing the Graduate and Undergraduate Programme Reviews.

c. Checks bibliographies or lists, compiles tables, and helps the liaison librarian
prepare the final version of the report for the Graduate Programme Reviews.

d. Ensures that all the signatures are added to the Library Statement Form for the
Graduate and Undergraduate Programme Reviews, and that the report is delivered
to the appropriate liaison librarian on time.

Responsibility of the Director of Libraries

a. Regularly attends meetings of the Faculty of Graduate Studies’ Program and
Planning Committee. Relays information from these meetings to the Collections
Management Coordinator.

Attachment 1 - Minor Change Form

Attachment 2 — Library Statement Form

Attachment 3 - Template for UML Responses to Graduate Programme Reviews
Attachment 4 - Template for UML Responses to Undergraduate Programme Reviews
Attachment 5 - Undergraduate course form (supplied by faculty)

Attachment 6 - Graduate course form (supplied by faculty)

Attachment 7 - UML Standards for List Checking

305.6
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Attachment 5

UNIVERSITY
of MANITOBA

PROPOSAL FOR THE INTRODUCTION, MODIFICATION OR REACTIVATION
OF UNDERGRADUATE COURSES

Faculty/School: |Click arrow to select l Department: iCIick arrow to select

This course is to be: Introduced D Modified D Reactivated D
Previous Course No. :l(for modified, or reactivated courses)

Proposed Course Nc,:(for introduced course)
Course Level: 1000 D 2000 ‘:I 3000 D 4000 [, 5000 I:l

Course Subject: | ils this a new subject area? Yes I:l No I:l

Credit Hours :Grading Mode: Letter Grades D Pass/Fail I:'

Long Title: | | (Limit of 90 characters)
Short Title: | | (Limit of 25 characters)

Effective Term: Click to select ~ Fall/Winter D Summer 1/Summer 2 |:|

Language of Instruction: English D French l:l

Course Description (Current): (For modified or reactivated course)

Course Description (Proposed): [as it will appear in the calendar]

Is a laboratory required? Yes D No I:I

Reason for Change:

If this change leads to changes in programs in your own unit, or in other faculties, provide supporting documentation
as noted in the Guidelines.

Signatures:

Department Approval:

Print Name Signature Date

Faculty/School Approval;

Print Name Signature Date

Page 1
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Courses that may not be held for credit with this course:

NOTE: Please include all applicable previous course numbers below.[Must also be included in calendar course
description]

Prerequisites:

Pre- or Corequisites: (Prerequisites that may be taken concurrently)

Corequisites: (Courses that must be taken concurrently)

Other Information: [To be used by the Office of the University Secretary only.]

Will this course be available to students in other faculties/school? Yes I:l No ‘:l
Please indicate which, if any, of the following attributes should apply to this course:

Canadian Studies D Women's Studies |:| University 1 course[l Option in Aging Course D
Is this course intended to satisfy : Written English Requirement D Mathematics Requirement |:|

NOTE: If there are other course attributes that should be applied, please contact the Registrar after the
course has been approved. Supporting documentation must be included.

TO BE COMPLETED FOR ALL COURSES INTRODUCED OR MODIFIED AS APPROPRIATE
(See Guidelines)

The following items are attached to and form part of this proposal:

Course outline

Format: list lecture, laboratory and tutorial hours per week; provide an outline of topics covered in lectures; and include a
brief description of laboratories, tutorials and assignments. Identify required textbook(s) if applicable. Note: No more
than one page in length.

]

Statement from subject librarian(s) as to library resources

Note: The library must be provided with a course outline as described above. As well, the proposing unit and the subject
librarian should discuss and agree upon the bibliography to be used in assessing the strength of the library’s collection in
the field. The library will need at least one month notice of course proposals, and six months notice of program
proposals, in order to prepare its statement.

Statement of additional costs, workload, and/or supplies

Statement(s) from other Departments, Faculties or Schools of possible overlap

Statement(s) from other Departments, Faculties or Schools on possible changes in their programs

Revised Program Descriptions for all programs using this course

AN

Additional documentation

Page 2
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Attachment 6

i

ULTY OF.

raduate studies

uq

UNIVEREITY 0 Bl AN TS OB A PROPOSAL FOR COURSE INTRODUCTIONS
UNIT NAME PREPARED BY Date Approved by unit Faculty
Council

il il I

COURSE TO BE INTRODUCED

PROPOSED
COURSE NUMBER COURSE TITLE CREDIT HOURS

ABBREVIATED COURSE TITLE (Maximum 15 characters)

GRADING MODE Letter Grades [ Pass/Fail [

PROPOSED NEW CALENDAR DESCRIPTION
(Including any pre- or co- requisties. Must not exceed 4 lines, 75 characters per line)

STATE REASONS FOR THE INTRODUCTION OF THE NEW COURSE

course_mtroduction.docx cvid to Adobe Designer: course_introduction-vi. pedf July 2008
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EXPECTED ENROLLMENT I

COURSE OFFERING CYCLE - eg. "yearly,” "every two years,"” "as needed”
(Provide explanation if not yearly)

DURATION OF DELIVERY Weeks/Terms | |

Hours per week | I

REQUIRED OR ELECTIVE COURSE (indicate degree program)

I

IS THERE ANY ADITIONAL COST IN TERMS OF STAFF, FACILTIES OR EQUIPMENT?
(If yes, a statement from the Budget Dean must be appended) Yes I-I No r’l

TO BE APPENDED FOR ALL COURSES INTRODUCED

[T Course Outline

Format: A short deseription of the intent of the course with concise and accurate statements of
the main topic or conceptual areas to be covered. Clarify the nature of the course, such as
whether it is theoretical or practical, laboratory, seminar, or other form. Identify required textbook
(s) (if applicable). Include a statement on Academic Dishonesty and a breakdown of the the
course is evaluated.

[T Letters of support (if necessary, from units perceiving duplication or overlap)

[ Library Resource Statement

Note: The library must be provided with a course outline as described above. As well, the proposing
unit and the subject librarian should discuss and agree upon the bibliography to be used in assessing
the strength of the library's collection in the field. The library will need at least one month notice of
course proposals, and six months notice of program proposals, in order to prepare its statement.

SIGNED APPROVAL

HEAD OF DEPARTMENT

CHAIR, FACULTY GRADUATE COMMITTEE

BUDGET DEAN

DATE OF UNIT FACULTY COUNCIL APPROVAL

course_introduction-v3.pdf
July 2008
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http://www.umanitoba.ca/libraries/directors_office/images/305_Policy.pdf

UNIVERSITY OF MANITOBA LIBRARIES

Collection Evaluation for Programme and Course Changes, Academic Programme Reviews...
http://www.umanitoba.ca/libraries/directors_office/images/305_Policy.pdf

Appendix 5

UML Standards for List-Checking

determine the assessment level.

Number held Level
95% - 100% 5
80% - 94% 4
65% - 79% 3c
50% - 64% 3b
30% - 49% 3a
6% - 29% 2

1% - 5% 1
0 0

Assessments will be based on the Total holdings of all UML libraries.

which library has the primary responsibility or collection should be noted, if appropriate.

Attachment 7

When checking a bibliography or citation list against UML holdings, use the following table to

Where more than one

library holds the same subject, this information should be noted in the comments area. An indication of
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NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Collections and Journal Cancellation Review 2014
http://www.lib.ncsu.edu/collections/collectionsreview2014
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http://www.lib.ncsu.edu/collections/collectionsreview2014

NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Collections and Journals Review Process
http://www.lib.ncsu.edu/collections/collectionsreview2014/process
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NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Collections and Journals Review Process
http://www.lib.ncsu.edu/collections/collectionsreview2014/process
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http://www.lib.ncsu.edu/collections/collectionsreview2014/process

NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Explanatory Notes and Factors to Consider
http://www.lib.ncsu.edu/collections/collectionsreview2014/factors
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http://www.lib.ncsu.edu/collections/collectionsreview2014/factors

NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Explanatory Notes and Factors to Consider
http://www.lib.ncsu.edu/collections/collectionsreview2014/factors
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NORTH CAROLINA STATE UNIVERSITY LIBRARIES
Explanatory Notes and Factors to Consider
http://www.lib.ncsu.edu/collections/collectionsreview2014/factors
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UNIVERSITY OF ROCHESTER LIBRARIES
Guiding Principles for Collection Management and Development

Guiding Principles for Collection Management and Development

o The teaching, learning and research activities of UR faculty and students are at the center of our
activities.

e Our current collections reflect the University's current courses, curriculum and research.

o Our special collections support study, teaching and advanced research and document the history
of our University and community, guided by a policy available online.

« We base our decisions on evidence from the University's Office of Institutional Research:
o enrollment and faculty size
o research grants

o external standards and trends

« We actively manage our collections, aiming to strike a balance between well planned collection
development, curation and demand driven acquisitions.

o The reading and research practices of our community are changing as more books and resources
are published online. We recognize that print materials continue to be important for some

disciplines, even as readers discover new formats.

o We steward our print collections with care, acquiring and retaining only one copy unless demand
requires more.

o We are mindful of the costs of maintaining and preserving physical and digital collections.
o We are committed to the ongoing assessment and adaptation of our strategy and procedures.

« We look for opportunities to collaboratively collect and share collections/resources within the
Libraries, with University partners and beyond.

o We actively support deep collaborative relationships with faculty and with student groups
regarding our collections.

HA/3/27/15
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UNIVERSITY OF ROCHESTER LIBRARIES
Collection Development and Management staff intranet
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UNIVERSITY OF ROCHESTER LIBRARIES
GreenGlass Data Input Sheet

Data Input Sheet

Tip 1: Start by going to the Box folder "Collections Snapshots 2015" and look for templates,
instructions, a link to GreenGlass and other data.

Tip 2: The items on this template are organized based on the order of the steps you will take in
Greenglass. For each line, set up the query and type the number of "Matched" results below in
column B "Items" according to the instructions. The data you input here will magically be presented in
the "final" worksheet.

Tip 3: Remember to re-set earlier settings to "no restriction" before adjusting your query for the next
item

1. Header Information

Type your subject here

LC Class: TP

Locations Analysed: CarlsonStacks, CarlsonOversize, Carlson Reference,All Annex/Offsite locations

Stakeholder Departments/programs: Chemical Engineering

2. Size of collection: Use Greenglass to identify and record the number of
"Matched" items in each location Items

a. Carlson Stacks

b. Carlson oversize

c. Carlson Reference

d. All Annex locations

3. Age of collection: Tick all locations and LC Classes that you are analysing. Record
the number of "Matched" items in each category Items

a. Publication Year after 2009

a. Publication Year after 2004

a. Publication Year after 1999

d. Publication year between 1950-1999

e. Publication year between 1900-1949

Notes

Classification Outline."

If the online outline isn't detailed enough, ask Kostya or Marcy if
you can borrow the print books from the shelves near Kostya's
desk.

These are the standard locations that we are analysing this year.

You may want to look at Rare Books but let's make that a separate
project.

Do a GreenGlass query for each of these locations to identify the
total number of books in each location. The percentages should fill
in themselves.

Start by creating a query for the LC ranges you are interested in
and limit it to all of the locations listed in the previous section.
Then limit by publication date as indicated in the notes for each
cell below.

Publication year between 2010 and 2014

Publication year between 2010 and 2014

Publication year between 2010 and 2014

Publication year between 1950 and 1999

Publication year between 1900 and 1949

f. Publication year before 1924 all locations (in public domain)

4. Compared to other libraries: Start by setting "Edition Matching" to "any
edition."” Retain settings for all locations and LC Classes that you are analysing.
Record the number of "Matched" items in each category Items

a. US holdings more than 99

b. US holdings less than 26

c. US holdings less than 6

d. Rochester area equals 0

Publication year before 1924

section. It won't affect the HathiTrust comparisons (these are
made directly against the HT catalog) but it gives the most
accurate data for all other comparisons which ARE made against
OCLC records.

Set edition matching to “any edition” and set US holdings to
“more than 99”

Set edition matching to “any edition” and set US holdings to “less
than 26”

Set edition matching to “any edition” and set US holdings to “less
than 6”

Set edition matching to “any edition” and Rochester Area to
“fewer than 1”

e. CRL and Linda Hall more than 0

f. Publication Year before 1924 AND HATHITRUST set to "ltems NOT held in HathiTrust"

Set CRL and Linda Hall to "more than 0"

Set publication year to “before 1924” and HATHITRUST to “Items
NOT held in HathiTrust”
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UNIVERSITY OF ROCHESTER LIBRARIES
GreenGlass Data Input Sheet

g. HATHITRUST set to "Items in HathiTrust - Public Domain ONLY"

h. HATHITRUST set to "Items in HathiTrust - In Copyright Only"

5. Overall Circulation Start by setting "Location" to include only the main circulating locations
for this discipline (eg. CARLSTACK, RHEESSTACK, ARTSTACK, and/or POA STACK, etc.). Here

we look at charges for items added to the collection first since the inception of Voyager in
1997 and then in 5 year chunks. Record the number of "Matched" items in each category.

a. Total Items

b. Recoded Uses equals zero

Set HATHITRUST to “include items that meet the following criteria:
“Items in HATHITRUST — Public Domain ONLY”

Set HATHITRUST to “include items that meet the following criteria:
“Items in HATHITRUST — In Copyright ONLY”

c. Added after 1999 710
d. Added after 1999 AND Recorded Uses equals zero 244
e. Added after 2004 413
f. Added after 2004 AND Recorded Uses equals zero 196
g. Added after 2009 185
h. Added after 2009 AND Recorded Uses equals zero 129

B, DISTUToUTION DY LU CIassT UpTIonar. USE TS dred Creativery TO drnaryse part(sy or
collection as you see fit. Here is a link to the LC Classification Outline:
http://www.loc.gov/catdir/cpso/lcco/. Add lines and columns as needed. It will be
incorporated into the "final" worksheet later on.

Use your creativity here. Bring circ data in if you like.

a.

b.

[

d.

etc.

7. Expenditures on books and subscriptions (3 year average FY 12 through FY 14). Look for this data

in the GreenGlass folder "Other Data Sources:"
https://rochester.box.com/s/md7bpv5jorynwlyx40vfghsOmhpjtko7.

a. monographs expenditures per CAR data

b. serials expendtures per CAR data

c. Approximate number of active subscriptions in FY14 (to estimate this from Serials
payment statement - scan title list for your fund and subtract number of duplicate
payments from the total number of linesfor your fund).

expenditures data drawn from CAR group spreadsheet "3 years
allocations for monographs and expenditures for serials" cover
FY12 through FY 14

Saved in Box in the GreenGlass folder "Other data sources"

use the latest "Serials payment statement" to get this information.
Isolate the total charges to the fund for the discipline you are
describing here.

Estimate drawn from serials payment statement. Select the fund
for your disicpline then count the number of unique titles paid for
in this 12 month report.

d. Cost of DDA titles triggered April 2014 through May 2015

e. Number of DDA titles triggered

8. Key iali licensed and online

Type the brief names of the key subject specific licensed databases and online resources for this
discipline.

9. NOTES:

What does the data tell us? What does it not tell us? What data would you like be able to gather

easily in the future?

Saved in Box in the GreenGlass folder "Other data sources"
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UNIVERSITY OF ROCHESTER LIBRARIES
GreenGlass Annotated Spreadsheet for Chemical Engineering

Annotated Spreadsheet

Chemical Engineering

LC Class analysed: TP

Locations Analysed: CarlsonStacks, CarlsonOversize, Carlson Reference,All Annex/Offsite locaf

Stake holder departments/programs: Chemical Engineering

DATA FROM GREENGLASS (print books only):

Notes
List the name of the snapshot or the list of
the subject that you will cover in this
document.

If you don't know all the relevant LC Class
numbers, Google "LC Classification Outline."
If the online outline isn't detailed enough, ask
Kostya or Marcy if you can borrow the print
books from the shelves near Kostya's desk.

Do a GreenGlass query for each of these
locations to identify the total number of
books in each location. The percentages
should fill in themselves.

(added after 2000-01-01 AND recorded uses
=0) MINUS (added after 2005-01-01 AND
recorded uses = 0)

(added after 2005-01-01 AND recorded uses
=0) MINUS (added after 2010-01-01 AND
recorded uses = 0)

Size of collection: items % of total
a. Carlson Stacks 2,367 61%
b. Carlson oversize 1 0.03%
c. Carlson Reference 156 4%
d. All Annex locations 1,350 35%
Total 3,874 100%
Age of collection:

a. Published 2010-2014 (most recent 5 years) 139 4%
b. Published 2005-2014 (most recent 10 years) 331 9%
c. Published 2000-2014 (most recent 15 years) 543 14%
d. Published 1950-1999 2,743 71%
e. Published 1900-1949 516 13%
f. Published before 1924 all locations (in public domain) 189 5%
g. Average no. of titles added per calendar year (2010-2014) 28 1%
Compared to other libraries: Please fill out the calculations

listed below and add any others that interest you.

a. In HathiTrust Public Domain 449 12%
b. In HathiTrust in copyright 1,975 51%
c. At the Center for Research Libraries (CRL) (any edition) 2,944 76%
d. Held by 100 or more US libraries (any edition) 2,866 74%
e. Held by 25 or less US libraries (any edition) 217 6%
f. Held by 5 or less US libraries (any edition) 35 1%
g. Unique in the Rochester area (any edition) 2,649 68%
h. Published before 1924 and not in HathiTrust 34 1%
Overall Circulation

a. Total items 2,367 100%
b. Items with no recorded uses since initial Voyager load in 1997 2,270 96%
c. Added between 2000 and 2005 297 100%
d. Added between 2000 and 2005 with no recorded uses 48 16%
e. Added between 2005 and 2010 228 100%
f. Added between 2005 and 2010 with no recorded uses 67 29%
g. Added after between 2010 and 2014 710 100%
h. Added after between 2010 and 2014 with no recorded uses 244 34%
Expenditures on books and subscriptions (3 year average FY 12 through FY 14)

a. total allocation/expenditures I $79,789 100%
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UNIVERSITY OF ROCHESTER LIBRARIES
GreenGlass Annotated Spreadsheet for Chemical Engineering

Annotated Spreadsheet

b. book expenditures (firm orders only) $5,331 7%
c. subscription expenditures $74,458 93%
d. Number of active subscriptions in FY14 35
e. Cost of DDA titles triggered (April 2014 through May 2015) S0 0
f. Number of DDA titles triggered 0

h

Key specialized licensed d and online resources

|IEEE Xplore, Web of Science, ACM digital library, Comepndex

NOTES:

Most of the funds go to the online subscriptions. Carlson holds a large number of old Chem

Notes
expenditures data drawn from CAR group
spreadsheet "3 years allocations for
monographs and expenditures for serials"
cover FY12 through FY 14
Saved in Box in the GreenGlass folder "Other
data sources"
use the latest "Serials payment statement" to
get this information. Isolate the total charges
to the fund for the discipline you are
describing here.

Estimate drawn from serials payment
statement. Select the fund for your disicpline
then count the number of unique titles paid
for in the 12 month report.

Saved in Box in the GreenGlass folder "Other
data sources"

Which key databases would be important for
a new librarian to know about

Anything else you would like to say about this
data snapshot. Eg. What did you find most
interesting?
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UNIVERSITY OF ROCHESTER LIBRARIES
GreenGlass Annotated Spreadsheet for Chemical Engineering

Chemical Engineering
LC Class analysed: TP

Locations Analysed: CarlsonStacks, CarlsonOversize, Carlson Reference,All Annex/Offsite locations

Stake holder departments/programs: Chemical Engineering
DATA FROM GREENGLASS (print books only):

Size of collection: items % of total
a. Carlson Stacks 2,367 61%
b. Carlson oversize 1 0.03%
c. Carlson Reference 156 4%
d. All Annex locations 1,350 35%
Total 3,874 100%
Age of collection:

a. Published 2010-2014 (most recent 5 years) 139 4%
b. Published 2005-2014 (most recent 10 years) 331 9%
c. Published 2000-2014 (most recent 15 years) 543 14%
d. Published 1950-1999 2,743 71%
e. Published 1900-1949 516 13%
f. Published before 1924 all locations (in public domain) 189 5%
g. Average no. of titles added per calendar year (2010-2014) 28 1%
Compared to other libraries: Please fill out the calculations listed below and

add any others that interest you.

a. In HathiTrust Public Domain 449 12%
b. In HathiTrust in copyright 1,975 51%
c. At the Center for Research Libraries (CRL) (any edition) 2,944 76%
d. Held by 100 or more US libraries (any edition) 2,866 74%
e. Held by 25 or less US libraries (any edition) 217 6%
f. Held by 5 or less US libraries (any edition) 35 1%
g. Unique in the Rochester area (any edition) 2,649 68%
h. Published before 1924 and not in HathiTrust 34 1%
Overall Circulation

a. Total items 2,367 100%
b. Items with no recorded uses since initial Voyager load in 1997 2,270 96%
c. Added between 2000 and 2005 297 100%
d. Added between 2000 and 2005 with no recorded uses 48 16%
e. Added between 2005 and 2010 228 100%
f. Added between 2005 and 2010 with no recorded uses 67 29%
g. Added after between 2010 and 2014 710 100%
h. Added after between 2010 and 2014 with no recorded uses 244 34%
Expenditures on books and subscriptions (3 year average FY 12 through FY 14)

a. total allocation/expenditures $79,789 100%
b. book expenditures (firm orders only) $5,331 7%
c. subscription expenditures $74,458 93%
d. Number of active subscriptions in FY14 35

e. Cost of DDA titles triggered (April 2014 through May 2015) S0 0
f. Number of DDA titles triggered 0

Key ialized li | datak and online resources

IEEE Xplore, Web of Science, ACM digital library, Comepndex

NOTES:

Most of the funds go to the online subscriptions. Carlson holds a large number of old Chem Engin publications
with low usage. We can think about weeding the old materials.
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